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ALT-MSA HANDBOOK PART 8:
PORTFOLIO MATERIALS ORDERING

MATERIALS ORDERING

Materials will be ordered by the School Test Coordinator or LAC online (see User’s Guide on
following pages) and sent directly to school test coordinators by the Test Contractor. If for some
reason the School Test Coordinator can not order materials online, the form provided may be
used. The School Test Coordinator will distribute the appropriate quantity of materials to the test
examiners. The materials include:

* Binders

* Dividers

* Containers for videotapes
* Labels

* VHS Videotape, DVD-R, CD-R, VHS-C tape, 8mm tape, Hi 8 tape, Digital 8 tape, or
MiniDV tape, as appropriate
e ALT-MSA Brochures for Parents/Guardians

Although a wide variety of forms of video media are acceptable, it is the STCs responsibility to
order the appropriate recording equipment needed.

The binder and the videotapes must be identified with pre-printed barcode labels provided by the
Test Contractor. (See Part 9 of this Handbook for detailed instructions). The pre-printed labels
include the student’s name, grade, school, county, and test year as well as a machine-readable
barcode which will be used to track and identify the portfolios during the scoring process.
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TEST EDITION 2004 — 2005
ALTERNATE MARYLAND SCHOOL ASSESSMENT (ALT-MSA) MATERIAL ORDER FORM

Pearson Educational Measurement (PEM) is offering Schools in Maryland the ability to order materials via
the SchoolHouse Website at ncsschoolhouse.com. If you are unable to use the site for ordering you may
use this form to order via fax, email, or regular mail. To participate it is necessary for the School Test
Coordinator to complete this material order form and return it to Pearson Educational Measurement. We
suggest that a copy of the order be retained for your records.

Fax, email, or mail vour order to Pearson Educational Measurement

Pearson Educational Measurement
2510 North Dodge Street
Towa City, IA 52245
Attn: Margaret Meeker

Fax Number: (319)339-6477 Attn: Margaret Meeker

Email: Maryland@pearson.com

Material Quantity

2 inch binder (per student portfolio)

8mm HG (Digital Hi8)

8mm (Standard)

CDR

Mini DV

DVD-R

VHS Video Cassette

VHS- C Video Cassette

Audio Cassette

Micro Audio Cassette

School Test Coordinator:

School Name: School code:

School Address:

School Phone:

School FAX:

School Email Address:

Note: Informational Brochures will be shipped automatically in appropriate quantities. All
material orders MUST be submitted by September 30, 2004 in order meet material distribution
deadlines. Material requests not submitted on time will be distributed after October 22, 2004.
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NEED HELP?

If you have general questions about accessing online services
or if you are experiencing technical problems, please call our
technical support staff at (800) 553-2159 between 7 a.m. and

5:30 p.m. CT, Monday through Friday.
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INTRODUCTION

The Pearson Educational Measurement (PEM) SchoolHouse Web site for
Maryland’s Alternate Maryland School Assessment (Alt-MSA) allows School
Test Coordinators (STCs) to provide school and student information necessary for
the Alt-MSA test administration.

You can access your SchoolHouse Web site at ncsschoolhouse.com. Click one of
the red Login links (see Figure 1.1) and enter the User ID and Password assigned
to you by PEM.

IMPORTANT

* The screens displayed in this user guide are samples and
may not reflect exactly what you see on your screen.
Always follow the instructions on your computer screen. They will
be accurate for Maryland’s Alt-MSA administration.

* Do not use Internet Explorer® or Netscape Navigator® Back or
Forward arrows. Because they are outside control of the
SchoolHouse software program, results may be undesirable.

* Please note that SchoolHouse requires browser Microsoft®
Internet Explorer 5.x or Netscape Navigator® 6.1 or higher.

You can use the SchoolHouse tabs in any order you want after you log in. The
first time you use SchoolHouse; however, you may want to go through in this
order:

You can change your school’s
Open the Profile Tab contact information at any time

and follow steps : . .
(section 3.0). using the Profile function.

Enrollment takes you directly
through entering enrollment
Open the Enroliment counts, and changing the profile

Tab and foll it . .
(sa:ect?gn 4(.)0)°.W e (contact information).

Additional Orders lets you easily
order more materials that were

Open the Additional
Orders Tab and follow left out for any reason.

steps (section 5.0).

NOTE:

Your security
access and site
functionality are
determined by
your User ID and
Password.

As an STC, you may
not have complete
access to all of the
SchoolHouse
features described

in this guide.

NOTE:

The online
Enrollment feature
is 50% faster than
editing your
enrollment counts

on paper!
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1.0 LOGIN

At the top of the public Home page, you will find the Login links (see

Figure 1.1). You must log in to gain access to any of your school data. After
clicking on the Login link, you will be asked to enter the User ID and Password
assigned to you by PEM (see Figure 1.2).

T

The NCS SchoalHause Wab Site offers the t
fallawing senvices

You have
the control
Pre: 1D s Updowd vour riwis's Bre D filss slscoorically and a5 1-': t b
LreoBment [rodent arecirsran cin bo vavad d ssdeed oodea doe pad
N gy N
Prallla VOU muiebidn s onnlar srd ihimmiong bl alisen 5 i
i n
ArlihiSaeral Foegat dammtFes” Goler an Barm Do s Tt elmes el sl 1
Ordars  cvaticabad tha fvnl e wtcond
bacond Charges Eocdent moords s bs movad. deletad. sdad ar o
g #cEd

Ussr fmway Ihe
.

NOTE:

You will not be able to
view customized
information for your
school until you have

successfully logged in.

Figure 1.1

Public Home Page

>Login Links

Figure 1.2

Login Screen

Lagin
x - i T i - : i aid fire } L Rt
1. Enéer g rlow
2. Check the “Formember sy Uper [0° £ A1 ] e delmi fo pomr Teer 11
3. Cheke [
Forget your
TN ey Password? Link
User ID and Password @ T ./
Pauvwsnird: | 1 ;
= T Content-specific
Remember my User ID ety oy e [ 8
Y o ’ ; L Help Link
Login Button .-“""':l Candal
NOTE:

Check the “Remember my User ID” box to have NCS SchoolHouse fill in your
user 1D whenever you log in.

If you have forgotten your password, click the (Eorgot your Password?) link.

The Forgot Your
Password link only

works if you have
previously logged in

to SchoolHouse.
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The first time you log in, a User Agreement will appear on your screen. Review
the Terms and Conditions of Use for the Web site, then click the | Agree to the
Terms and Conditions of Use button to go to the next screen.

By clicking on I Agree to the Terms and Conditions of Use, you atre acknowledging, just as if
you sign a wrtten contract, that vou have read the terms and conditions of use in thewr entirety and
agree to abide by them.

| Agree to the Terms and Conditions of Use ‘ | do not Agree |
Click here to advance to the next screen. Click here to exit the system.

To activate your account, PEM needs to know the name and e-mail address of the
representative using the account (typically an STC). You must fill out this
information the first time you log in (see Figure 1.4). You can change the account
name and e-mail address at any time by clicking on the My Account tab (see
Figure 2.2).

R -

Entar Accaunt InNfermatbian

Trkn L 3t T el [oIAT Ay LT BIAgEa D chir & Iy '® PFF e Suwe

Figure 1.3

Terms and Conditions
of Use

Figure 1.4

Enter / Update Account
Information Screen

Enter primary
account user

Click here to advance to the next screen.

Logging Out — As an additional security precaution, we request you log out of
SchoolHouse each time you have finished your tasks. To log out, click the
Logout link (see Figure 2.2), then close the browser window.

information.

NOTE:

All screens shown in
this manual are
samples and may
not reflect exactly
what you see on

your screen.
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2.0 HOME

The Home page provides important information for Maryland, including Web
links and testing schedules. Introductory or instructional text may also be
provided (see Figure 2.1).

Figure 2.1

Home Page
Main Tab Bar Logout Upper Tab Bar
[ ]
1 1
L M by Aeeoory | Corgmct L PLARSOM
 —

Web Links

BT FROFILE| EMROLLMENT| PRED| ADCIMONAL)  EECOSD

030081 SAMPLL CLOADHTARY SO0

Related Links Walcamal
FEnaenai

The H7% SchoolHonse™ Web Site for the Alterpate Marsland Schoal

Introductory
Text

U abio mal . M 2y : E . 1 .
.E-; e Aszerzment (AL-MEA) program allows you to provide your
L B schaasl/LEA information and ensollment data nece ssary far the
(e (5iiE upecrmng test adminstration Plaasze note the tabs at the top of you

siveen contammng the avnlable options for your siale

Note: You may oot have access o all tabs shown It will degend on

e sour user [D and password

After clicking e ach tab, vou will be pregented anth information
currently on file and then azked to verify theze facts o0 to make the
appropruste changes

Ee sare to wifd all the sectiens of this Web siie to update and complete
ALL of your information. When you have finizhed one sechion, you
cam move 1o the nedl or rebuorn 1o & prevesias section by selecting
acther tat from the directory of serwices at the top of the screen

Far your convensence, links to related Web zites have been provaded at
the left If you have questions regasding the uze of thiz gate ar of yau
are experiencing techacal difficultes, chick on Help or Contact Us at

the top of this page

The screens displayed in this user guide are samples and
may not reflect exactly what you see on your screen.
Always follow the instructions on your computer screen. They will
be accurate for your school’'s test administrations.
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The upper tab bar in the top right corner appears consistently on every page of
the Web site (see Figure 2.2). Note that the tabs at the top of the Home page
contain the available options for your state.

Figure 2.2

Loaoun | Iy Account | Contact Us | Hek Upper Tab Bar
= Use the My Account tab to view your current account information. You
can change your name, e-mail address, and password.

= Use the Contact Us tab to reach PEM technical support and the point of
contact assigned to your state’s assessment program.

= Use the Help tab to find general information and tips, including frequently
asked questions about SchoolHouse. More content-specific help is
available wherever you see a question mark icon: #,

= Always use the Logout link whenever you exit the system.

The main tab bar shows the available options for Maryland (see Figure 2.3).
These functions are discussed in detail on the following pages. Note: As an STC,
you will not have access to all functions—some functions are reserved for use by
the LAC and the Maryland State Department of Education (MSDE).

Figure 2.3

Main Tab Bar
ADDITIONAL
_m HEPORTS | PHOFILE| EMROLLMEMT | PRE-IO UKDERS

NOTE:

As an STC, you may
not have access to all
of the SchoolHouse
features described in
this guide.

Your screens may
look slightly different
than those displayed

in this manual.
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3.0 PROFILE

Clicking on the main bar Profile tab will take you to a screen containing current
information for your School Test Coordinator or Local Accountability
Coordinator (see Figure 3.1). Fields marked with an asterisk are required.

To edit the profile, click on the Change Profile button beneath the contact
information. Remember to click on the Save Changes button after making edits.

To send an e-mail message to the contacts, click on the checkbox next to their e-
mail address. Then click on the Send E-mail button [function not available on all
profile screens].

Profile Tab

Lol | B st | Coftact Lis | e PEARTOH [
ﬁ | :
y ErCORD
m HOWE| REFORTE EHADULMENT | FRE4s| ADTITOHAL - BOCORP

030081 SAMPLL CLOADHTARY SO0

shown below 15 the proftle information we currently have omn file bor you
To correck a prafile, please click on the coretpondmg Change Profile higtin bebasw

Fleare nete that the sluppmg address should aod mclisde & pout efbce box numbe. The
posal courier wall oot dehver o a posl affbce box oumber

Please celer 1o the labke on the home page For cut-off dales 1o wpdate your proble

uifermalicn

NOTE:

You will have another
opportunity to update
your Profile
information at the end
of the Enroliment

process.

Figure 3.1

Profile Screen

i neal Aancoaed sy oo ding nr, msslineg s | nzal A cnumi abiiiny © oondinesior, shipgdng sddr nse
JioEn teron G2 lEan
IEd 120 Sireed Vel 108 135 Shesl West
Cadiierailln WD CSE 0F- 5 0 Canmardls WD HE5THG
E-Mead T e b0 i vk S8ale dedu E-Wal. T i b s ryta el 8t s<d s
Phors. (555 G2E- M58 Phore. (555 BIE-IM48
Fier {555 B26-J971 Fax: (SE5) RI6-1213

|  Chango Probie hange Prosie | o

Schonl TSt Coondnator, malig biness S bl T C oo dinddor, shipgpirg siiness

Eiyiin ARG rsan R.L P % . R 2 E
T 12 Bt Wyed 101 Eh.t'l'-ln;:-.' School Test Coordinator aned shipping sddress
Cenlendle, WO 580850 Cand © O
E-mMak | mpanandersonimandand stk el E-H
Fhor. (855 575 16 Fhix
Fa (555 %=1 Fig| T e

I Charsyn Profle |

-1
Change Profile Button i
Save Changes Button @ CusThasges | Comsd | Fise
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4.0 MATERIALS ORDERING NOTE:

To order ALT-MSA materials for your school and students, click the Enrolliment = You need to gather
tab on the main tab bar. Before you are able to view specific enrollment enrollment
information, you must select a test administration from the Test Administration numbers before
drop-down list on the right side of the screen (if applicable). - .
beginning online
Detailed Instructions enroliment.

After you’ve selected a test administration, the Detailed Instructions screen will
be provided for you. Read all of the instructions carefully before proceeding.
You may want to print these instructions for future reference because you cannot
return to this page during the enrollment process.

Next, click on the Enrollment sub-tab (see Figure 4.1). Figure 4.1

Enrollment > Detailed
Instructions Screen

Detailed Instructions Enrollment Sub-tab Enrollment Tab
Sub-tab

[T i 1 T -
ke )
e T | el
030081 SARPLL CLONOHTARDY SCFRE0L Test Ted Felitan X004 6005
st mitadd) ISt Ract b

- - |
| Belore wou sl cerodnaesd, gisher cerolEnenl raimbsers Som the sthool o your distnichs

L Select the Enroliment ah on the man fab b

= Selest B et ehienairatios from the drop- Sewn Bl 19 e &l avelihe fins benaley

s Deteled Instrections are dopleyed Yoo may wish ta prest these nctmactions a2d use Sem
as & reference whils epterng eorcliment counts or select Help for Gusher padance

= Select s Froullmend sobtd i bnstvie o ol eerollmest mfarmatisn

1 e the S Earalime e oo, o C

#  Change ereollsent ramters for ol schools by selecteg the Edin Emrolbment oizon. The
Edet Eprolimest screen deplays schools For whach you can enterfupdate srollment counts

o |fns changss ars reganed confmug sth the Encolmet procsdd by cholong of the
Complete Enrallment boton

1 Cwthe B Enrollrmstnd sersm, oU Cin

o Uge Check Enrellmest Quasiiees ba ¢ aEpae thes we " erpellorend ©oiads ek
ye s comiy Thi ur wviekahle enly when the prevear
fieplayed The ined check for differences i eeroiiment ¢
2t pemeatage defference. 16 dhe enliment count
yins prevhenat eouski by the bl perissbage, then &

e el derpliy & whiorsng |

degged you cin felict & hlfceers percestige Eom the drog-dawn bt
&  Epter your ergollmest cousts Sen click on the Save & Complete Enrellment taston so
comienge wath the Enrolimest process

& Onthe Complole Enrodbanenl scamin, Vol ¢ e

& Onthe Regemdd Ialemaaton iorden, chelkl on Mel b3 dsnbiias Wil B Exgo[lmist
precead
o WVendy e FroBe onfmegtom o correct W ithe ;formaton o cogeees, cbelk on Moxr e
1. Mabe iy chasges by e
budinn ARrr e=aleng v chanper geleet the Save Chanpes Bigice, thes click oo Neas i

3 The CompleseConylrm Emroliment soevem derplays the sotal couzes for each grade level Yow
can verify the cousts [fehey aer correct, chck om the Confiom: Eserniimeeat: batton o accept

e ks
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Browse and Edit Enrollment

Using the Browse Enrollment screen (see Figure 4.2) you can enter enrollment

counts.

L e | i

L= =
W woum | | saresy | peois) (ECEEEEERY pups | “EETORA Py
PELD Rt T prisrnipl Eregiment  Bppors

G008 1 SARPLL ELOHDHTARY 50000l
Browse Enrallmant

Selbal Number:
Selepal Mame BESEEVATION STHOOL

1 Imeh Hinder (1 prr stadenr pariiolis)
VHS Videa Cainetie

YVHE-C Yides Casartie

EMM-HG Vides Cussetie

AXIA Brandard Vides Cassens

CIHH

DVTE-H

Amilis Cunretie
Mliews Avwdio

Ulpatestle Ciawioimiie _I E i E rrlivraiid Corrgioria E recdirmio |

Minl DY 355

lest Tea Fditmn 2004 505

[— I — B — R — I~ - I - I - - .

1. Edit Enroliment 2. Complete Enroliment
Button Button

1. To enter enrollment counts, click on the Edit Enrollment button. It will take

you to the Edit Enrollment screen (see Figure 4.3).

2. To complete enrollment, click on the Complete Enrollment button. It will

take you through the Complete Enrollment process.

The Edit Enrollment screen (see Figure 4.3) allows you to enter enrollment

counts. During specific windows of time (start and end dates), you can change

this enrollment data as often as necessary.

Figure 4.2

Enrollment > Browse
Enrollment Screen

NOTE:

During the specific
cutoff period, you
can change this
enrollment data as

often as necessary.
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w

Enrollment Sub-tab

[ ] 1 FlLTIOs
i = -- |
m'l stull |mimcndy reosini [OCIERRT LN dio '4:!";'.::':- ""__.:-:'I":-
: rarf P

030081 SAMPLE ELOMDNTARY SCH0G0L
Edit Enrallimant

Test Teat Edition 2042005

Erhool Number:

Fchool Name:  BESEEVATION SCHOOL

1 Lneh Hassber (1 per atudent partfalia) B
VHS Video Caniette 33 |

VHE-C Viden Canwein :_

MM HG Yedes Cagsecie 1010 [i-

EMM-Stasdard Vides Cansente 230 17

Mini DV 555 |

DR

DVDR 14 [§

Amdis Cosvene 125 [0

Nrro Awdin 0 I

Smew L i'.l?‘ﬂ;ﬂ'l’.l'l’l"—lﬁl | l'rl.'\ﬁlll

Save & Complete Enroliment Button

. Select the Check Enrollment Quantities percentage. It will check for

differences in enrollment counts that are more or less than a set percentage
difference. For example: When it is set at 50%, the system will display a
warning if your newly added enrollment counts are 50% more or 50% less
than the previous year’s counts.

. Make changes on the edit enroliment pages.
. Click the Save & Complete Enrollment button.
. The Edit Supplemental Enrollment screen come up. It is not functional for

your school. Click on the Next button.

. The Complete Enrollment screen displays your profile information. You can

change it or click the Next button.

. Confirm that your enrollment data is correct, then click the Confirm

Enrollment button. The “Enrollment Order Confirmation Successful”
message is displayed.

Figure 4.3

Enrollment > Edit
Enrollment Screen

Check Enroliment
Quantities
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Enrollment Reports

The Reports screen (see Figure 4.4) provides a summary view of your enroliment
count information. Click on the Reports sub-tab to access this feature.

Figure 4.4

Renorts Sub-tab Enroliment > Reports
Screen

030081 SARPLL CLONOHTARDY SCFRE0L Tist Teat Felitinn 20044105
Reports
IE Previosd oty shd Cheels Braralesent (uusiiiied were wid, The ped smbery avkheabe the Curyessl Uowhl o

b T B rreviond ousl by the el patabhaled i e ol Endlimenl | ainiisieg § S Ofs dowt

& Eerh Bmader (] per srmdeni porifalio
VHE Vides Canertie il

VHEC Videa Careetie i
HAM-HG Vides Cavietie 2
SATM. Standard Vides Cassette g NOTE:
Mkind I3V i The Reports function
cRou . helps you make sure
VDR ! 8
you have entered
Auds Careetie i
Micro Andis g enrollments for all
gl D1 wey, RN I ) L] U your SChOOlS
Wi g1 1Y
L iy ey ol
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5.0 ADDITIONAL ORDERS

Additional orders can be submitted via the Schoolhouse Web site for immediate
receipt by PEM. Items available for additional orders are listed online for easy
selection. Orders are received, verified, assembled, and shipped.

Click on the Additional Orders tab on the main tab bar (see Figure 6.1), then
select a test from the test administration drop-down list.

Detailed Instructions

The Detailed Instructions screen shows you how to use Additional Orders. Read
all the instructions carefully before proceeding. You may wish to print these

instructions for reference.

Detailed Instructions Sub-tab

Additional Orders Tab

Figure 5.1

Additional Orders >
Detailed Instructions

Screen
T [T FELRTON R
il
Hona | EUPRONTE | POOEIE| EMROLLAENT || iden | i s
Rinaiad inEructinng
030001 SAFFLL ELOAOHTARY 30000 Tesk Ted Editan 04 6H0%
Detailed Instructions
reledt thé Additinnal Chideda b &0 he s tab 1
i ke e F 1 1 b e dow
Beview Lelk i L Ly dei zal
ihe il pisikhiof 7Tg i VO
] IR LT g T I liwe hfidl T
[} Detailed Instructions
1 e panre (2T,
1wl af At f fedet afied to selectnls Submh Drder ozt
fule i
Too may tandel om of ywour sedes by selectng the Cmedad e 1h
Bubmdt Chrder bunon
Fou may e po back oo the Shippag [aform s page 1o motdfy ey |
the <« Prov bidtcn Balog vouinlest e Sobmit Qrder bullsn
w1 & o opded | it
)
J | ¥
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Order Additional Materials

Next, click on the Order sub-tab. Fill in all of the required fields and enter the Figure 5.2

additional order quantities you need, then click the Next button (see Figure 5.2). Additional Orders >
Order Additional
Materials Screen

Order Sub-tab

NOTE:

The Ship To

information will default
930081 SAMPLE ELEMINTARY SOMOOL st Tea Eelitinn 204205 to the information
Additional Order stored in your profile. If
Crder Addifional Materials you change the

— shipping information on

Pavapuiirend Flabils

[ohippiog tntormation ] this sereen, ftwill NOT

change the shipping
*Nood By Dater [17 j[x1 (2004 mueneeeses

information stored in
the Profile Tab.

* Dolivery Method: |UES Gioens |

Shipmaont Reasan: [ f Mot drder s Tims =] ot har:

Bpocial TnslrocEimms: J
x
Ahip TO? * Manse
[TermyM Gasthe @ ——————Shipping Information
Tids

[Tes Coordinatar
-

¢ Address L § =]
-\.‘J_,\_ i i T e i e —y S AN -\_.-\.‘__ﬂl____J_ - )
i S e P, “'\-\.-"-n' e e
Grade 11 Pack of 20 |'I'l
Grade 12 Pack aof § |r. .7 Material Selection

Grade 12 Pack of 20 |

I 23 Next Button
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The next screen (see Figure 5.3) displays your additional order information.
Review it for accuracy. If the information is correct, click the Submit Order
button. If it is incorrect, click the Prev (Previous) button to go back and edit the
information.

Additional Oroer
Subend Addilional Ordee

renaur T - InSowmy o eomohor. S B edaons order pdocmuSor

¥ e Ntomir Chrdar o

Bhipgeray [ orrrssd ion

Smwrl Ny Dalm: 35 r et
Gelivory Makhod: =0 WHDnc
Eepmeenl Bedon! D= RoE Drder |5 T
peier ]l I rsn rart b
Bhip Ta: TERRY K. GOE T
Tad? Tt i
14 Mkl STREET
e,

PECF IS, O i ]3I

Previous Button Submit Order Button

Order Confirmation

You will then receive confirmation that your order has been submitted
successfully for processing. This screen shows the order date, your user 1D, user
name, and the status of the order (see Figure 5.4).

Additional Order
Ceder Submitted Successfully
2l e B e qubitind qocgee riby for

Chrdar 10 L1

Order Diato:

Ligaw [ ISTEICT
Ligaw b wathiy My

Bratiis

Figure 5.3

Additional Orders >
Submit Additional
Order Screen

Figure 5.4

Additional Orders >
Order Confirmation
Screen

NOTE:

You may want to
print the confirmation
screen and keep a
hard copy for your

records.
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Order History
You also can click on the History sub-tab to view an online history of all the

additional orders you have requested (see Figure 5.5). :
Figure 5.5

History Sub-tab Additional Orders >
History Screen
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1. Click here to view an 2. Status of this
individual Additional Order order

1. Clicking on the underlined Order Date allows you to view your order.

2. The Status column indicates whether the order has been approved by PEM.
A “New” status means PEM has not yet picked up the file. An “Approved”
status means PEM has approved the order and will be processing it.

3. To delete the additional order from the Order History, click on the trash can
icon in the Delete? column. The delete function is only available if the status
is NOT approved.

4. To make changes to your order, click on the pencil icon in the Edit? column.
The edit function is only available if the status is NOT approved.
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